
Check Out Procedures

To Check Out Books:
“Wake” up computer at circulation desk. 
 Make sure computer is in “check out” mode. 

 
 If not, click drop down arrow and select “check out”.



Click “Homeroom” tab.  Select homeroom teacher(s).  Double click student name in right-hand 
column.  Make sure the correct picture is showing in the top left window.  

Once you have the correct student loaded, scan the St. Matthewʼs barcode on the back of the 
book.  The item the student is checking out will show up in the top right hand window and it will 
show as checked out. 



To See What Students Have Checked Out

Load patron as per directions above.  Click “Details” tab in bottom left side of student window.
A window will open that shows what the student has checked out.

To close detail window, click the red circle in the upper left corner of the window.


